USING APPLICATIONS ON THE
S.C. LEGISLATIVE STAFF PORTAL

Legislative Printing, Information & Technology Systems

Legislative Printing, Information & Technology Systems (LPITS) has produced the Legislative
Staff Portal to provide Legislative Network capability while working away from the Legislative
Complex. The Legislative Staff Portal enables secure email and file access from internet
capable desktop computers, laptops and mobile devices, such as tablets and smart phones.

Legislative Staff Portal, provides a custom desktop with access to:

S.C. Code of Laws

Annotated version of the SC Code of Laws

Microsoft Outlook

Email, Calendar, Contacts

Leave

Legislative Leave system

Internal Website

Training Materials such as the Training Calendar and Legislative
Directory

User Documents

Directories containing your Microsoft Word, Excel and PowerPoint files.
Downloading and Uploading is no longer necessary. Edit and save
files within the Legislative network via the Portal.

Microsoft Office 2007

Utilize Word, Excel and PowerPoint with capability to save into Legislative
directories or your personal device.

Access the Legislative Staff Portal
NOTE: Installation information can be found at www.scstatehouse.gov. Select the
Training and System Information link (available while accessing the website within
the LPITS network at the State House Complex).

1. From the SC Legislature website, www.scstatehouse.gov, click the Staff Portal link

2 E
South Carolina TLegislature

2. Enteryour Legislative Network username and password in the “Welcome to the S.C.

Legislative Staff Portal” log-in box.

Remember, your password is case-sensitive. v

Welcome to the S.C. Legislative Staff Portal
Please log on to continue

Password
Log On |

For security purposes, when you finish working with this site do one of the following
® Ciick the Logoff bution to log off from the site.
® Close all browser windows (including apphcabons in other windows)

This sie is intended for authorized users only
f you expenience access problems contact the Sz administiaior

To request assistance please call LPITS Help Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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3. Click the button.

When the log-in is complete, a Staff Portal icon will appear on your Systray and
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the S.C. Legislative Staff Portal Desktop will be presented.

senatetestl
Logged on as: Q SC LEGISLATIVE STAFF PORTAL s | e ‘
Main Select view: v | | @ |
/‘ = ; — —| -
@& Ix: C¥ ) gz [ E< =
Annotated Code of Excel 2007 Internal Website Leave System Qutlook 2007 PowerPoint 2007 User Documents
Laws
=
W=
1=
Word 2007
Hint: You can view your resources in several different ways. Use the Select view control to change the way that your resources are displayed. %)

The quality and speed of the Legislative Staff Portal can be affected by several factors such as:

= your internet connection type (such as broadband or dial-up)
= your Internet Service Provider (ISP)
= your internet connection speed (ISPs offer levels of speed, such as Turbo and Ultimate)

Point to an icon and click once, the application window will open.

To request assistance please call LPITS Help Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Accessing Microsoft Outlook (E-mail)

=

Outlook 2007

1. Pointto . Click once.

2. The first time Outlook is used a Citrix Receiver Security Warning will appear. Click
Permit Use.

' Citrix Receiver - Security Wamni

I

An online application is attempting to
access information on a device attached to
your computer.

< Block access
Do not permitihe gpplication to use these devices.

2 Permit use
Permit the application to use these device:

3. A second window will appear. Click Permit all access.

'[ «J Anonline application is attempting to

access files on your computer.

= Block access
Do not permit the application to read or change
your files.

= Allow reading only

annot change files.

< Permit all access

Your Microsoft Outlook e-mail window will appear.

e —

* Ele Edit View Go Tools Actions Help Type o question for he ]

SiNew - @ 3 X -sBeply #ReplytoAll ‘sForward % ¥ <iSend/Receive v W i - gy

Mail B tnbos [search Inbox P-|x ‘ 242

Favorite Folders 2 | Emall retention is 180 days -

- [ inbox (2) s = o)
13 Unread Mail JuSiDidipen. S [T sae coesones it *
[Z§senttems. ) Date: Thvee Weeks A9o.

Mail Folders 7 :

2] AN Mail 1tems S ——

= 5% Mailbox - Opie Taylor
) Deleted Items
[ADrafts
[ Jmnbox (2)
(@ Junk E-mail
@ [[Z)Managed Folders
=

4. Click the “x” in the upper right corner of the Outlook window to return to the Legislative
Staff Portal.

To request assistance please call LPITS Help Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Accessing the S.C. Code of Laws

@

Annotated Code of
1. Point to Laws . Click once.

The S.C. Legislature S.C. Code of Laws webpage will be presented.

ttp://www sestatehouse.gov/code/stat © ~ ¢ X || &l South Carolina ... * l |
View Favorites Tools Help

olina Legislature... [ v~ [ d v Pagew Safety w Toosw @ v
s iz -

5 8. ‘
South| Carolina afLegislature

.

Home Senate  House  Committee Information Legislative Council Citizens' Interest  Publications

Chamber Video South Carolina Law > South Carolina Code of Laws

South Carolina Code of Laws L3

Senate  House EV

Legislative Directory

Search the Full Text of the Code of Laws

Training and System

Information January 17, 2012 4:00 PM - The 1976 Code of Laws updated through the 2011 Session of the General Assembly is now
available.

Howdol...

Quick Search

Find Your Legislators Title 1 - Administration of the Government
Title 2 - General Assembly

anctYonpl eotnioy Title 3- U.S. Government, Agreements and Relations With

Title 4 - Counties

Title 5 - Municipal Corporations

Track Legislation Title 6 - Local Government - Provisions Applicable to Special Purpose Districts and Other Political Subdivisions
Title 7 - Elections

Legislation

Multi-Criteria Search Title 8 - Public Officers and Employees

Research Title 9 - Retirement Systems
Title 10 - Public Buildings and Property
South Carolina Law Title 11 - Public Finance
Title 12 - Taxation
LeghSetve Meot Title 13 - Planning, Research and Development e

2. Click the “x” in the upper right corner of the S.C. Legislature S.C. Code of Laws window
to return to the Legislative Staff Portal.

To request assistance please call LPITS Help Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Accessing the S.C. Legislative Leave System

=

Leave System

1. Pointto . Click once.

Your S.C. Legislative Leave System window will appear.

& ) E@
K\g@]@ itp//leave scstatehouse.gov/ £ - ox|@web Leave Sys... <| | ,

File Edit View Favorites Tools Help
5% £ South Carolina Legislature..,

2. Log-in as normal.

3. Click the “x” in the upper right corner of the S.C. Legislative Leave System window to
return to the Legislative Staff Portal.

To request assistance please call LPITS Help Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Accessing User Documents on the LPITS Network

e
=
User Documents

1. Pointto . Click once.

The LPITS Network browser window will display.

Logged on as: senatetest1 Q SC LEGISLATIVE STAFF PORTAL Settings ‘ Log Off |

= Sena xprofile) (G:)

m [ ~ Comp... ~ SenateTestl (Wnetapp5\ctx...

Organize - New folder E - [ e
'l:? Favorites Name “ Date modified Type Size I |
B Deskiop }! Contacts 10/5/20128:52AM  File folder
4 Downloads e Desktop 10/25/2012 1:54FM  File folder
Favorites 10/5/2012 8:40 AM File folder
= r /5! lle fold
Ubraries
5 oecumerts FI My Documents 10/5/20128:51AM e folder
& Music 1. New folder 11/3/1012403PM  File folder
&5 Pictures 1 Pending 10/31/2012 11:34 M File folder
B videos | RealPlayer Downloads 10/12/20129:28 AM  File folder
. startMenu 10/5/20128:40 AM File folder
-
1% Computer 1. UPM_Profile 10/31/2012 11:34AM  File folder
(a Local Disk (C:)
éa D Drive 09 1. WINDOWS 11/13/2012 5:01PM File folder
PmCe tibility 10/31/2012 11:34AM  Configuration settings 1KB
5 SenateTest1 bi /31 fia
£ UPMPRSettings 10/31/2012 11:33AM  Configuration setings e
] UPMsettngs 10/31/2012 11:34AM  Configuration settings 3KB
o
&4 co/pvD Drive (D: on 7630LP)
(s Local Disk (C: on 7630LP)

Navigate to the desired Network Drive (Drive G, Drive L or Drive H)
Double-click to open a folder
Double-click to open a document, spreadsheet or PowerPoint presentation.
You may open multiple files.

5. Edit the file. Remember to save your work.

When you close a file, you'll be returned to your LPITS Network browser window.

6. Click the “x” in the upper right corner of the LPITS Network browser window to return
to the Legislative Staff Portal.

To request assistance please call LPITS Help Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Accessing the Internal S.C. Legislature website

1. Point to | Internal Website | Click once.

The LPITS Intranet webpage window will display.

(u\g@j hitp://wwrw scstatehouse.gov/ £ - ¢ x| @ south Carolina ... *| | () 3 —
File Edit View Favorites Tools Help
5 &) South Carolina Legislature... o

> v [ @ v Pagew Safetyv Tooksv @ v

South CarolinaJTLegislaturer 3

Home Senate House Committee Information  Legislative Council  Citizens' Interest  Publications

Chamber Video The 2nd regular session of the 119th South Carolina General Assembly
ey has adjourned Sine Die under the provisions of H. 5410, the Sine Di i TODAY,

1 7
No Meetings Scheduled B
House of ﬂ =
i Tuesday, November 13
Legisiative Directory Senate Representatives e
Training and System ® Calendars = Committees ® Calendars = Committees Judicial Merit Selection
Information = Journals = Roll Call Votes = Journals = Roll Call Votes | Commission Public Hearing

= senators = Redistricting = Representatives ® Redistricting | DiftRoom 110
How dol.. Agenda Available
= Current Calendar = Current Calendar
Legislation

= Current Journal = Current Journal 10:00 am
= Current Amendment = Current ill Isolated Wetiands and
Track Legislation
- = Currentntro Sheet = Current Amendment Carolina Bays Task Force
Multi Criteria Search Current Intro Sheet Gressette Room 105

Agenda Available L4

Research . .
South Carolina Law Quick Search 10:30 am i

Legislative Manual

Ratifications & Acts Search for,| Q)| House Meeting Schedule
Student Connection e A T e TODAY. 1 B
Visiting the State House Code of Regulations ey No HMeetings Scheduled 1

Constitution = F
Archives i © Budget Tues: ber 1.

State Register & e fepns
State Agency Websites More... Judicial Merit Selection ~:

httpi//www.scstatehouse.qov/hcal/houcal.php

®100%

2. Navigate to the desired link. Click once.

3. Click the “x” in the upper right corner of the LPITS Intranet webpage window to return
to the Legislative Staff Portal.

To request assistance please call LPITS Help Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Accessing Microsoft Word, Excel or PowerPoint

Iz = (=

1. Point to the program desired _
Word 2007 Excel 2007 PowerPoint 2007

2. Click once to open the program.

3. Utilize the programs as needed. The programs will not have the toolbars and
settings used on the LPITS network computers.

NOTE: Files can be opened and saved to your Legislative Network locations or your Local
Disk, including your local My Documents and Pictures libraries.

O g N-3) Documentl - Microsoft Word - B x ]

Home I Insert Page Layout References Mailings Review View Developer @

‘ E & Calibri (Body) |11 - :
|

m fs# ~ Computer = Senate_lib (\netapps) (L)

w I Search Senate_lib (\\n...

Organize ~ New folder =~ 0 @
[% Documents B s Date modified | Type | Size | |
&' Music ]

& Pictures No items match your search.
H Videos

% Computer
s Local Disk (C)
& CD Drive (D3
# SenateTestl (\\netapp5\ctxprofile) (G)
%# Common_spc (\\netapp3) (H:)
5 Senate_lib (\\netapp5) (L)
5® Senate_lib (\\netapp5) (N:)
5# Common_spc (\\netapp3) (P:)
&3 CD/DVD Drive (D: on 7630LP)

ca Local Disk (C: on 7630LP) LI
File name: | =] [anword Documents
Open | w Cancel
| —_'__I

Page: 1 of 1 | Words: 0 ‘
|8

4. Click the “x” in the upper right corner of the program window to exit the application
and return to the Legislative Staff Portal.

To request assistance please call LPITS Help Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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Disconnecting from the Legislative Staff Portal

1.  Click Log Off, when you've completed your remote
access y -
session. ’ SC LEGISLATIVE STAFF PORTAL e ‘ i ‘ = ‘

' [z W e |

“ode of Excel 2007 Internal Website Internet Explorer Leave System Outlook 2007

A confirmation window will be displayed - confirming that your session has been
disconnected.

You have been successfully disconnected from the S.C.
Legislative Staff Portal.

As a security measure, please close your browser window now.

2. LPITS strongly advises that you Close your
internet browser window immediately to complete
the log-off process.

Legislative Staff Portal Sessions are limited to three (3) hours.

To request assistance please call LPITS Help Desk at 803-212-4420. 8:30 am - 5:00 pm /M-F
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